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VACANCY ANNOUNCEMENT

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
IEEERRRIE, KEERFE S — A= VR OSERE BHEV IV,

http:/ /www.cnic.navy.mil/regions/cnri/om/human_resources/MLC IHA HPT Jobs/JN Forms.html

ﬁ]ﬁ)ﬁimem No. A-16-002
PEBSEIVE | 27 Jan 2016
e Open Until Filled
AL 13 Jan 2016

1. BFER Job title ( %4k Grade 1-5/ SFFEHK LD 2) S5 A

No. of
Recruitment

Supervisory Commissary Requirements
Specialist #257

(23 v ¥ ) —EREMEER) o

EWERTORAOTEESE X #&No O & VYes
Acceptance at Lower Grade BRI Z 4R Lower Grade:

X =#H% Ol % O R%k - ER O E&E®

Administrative  Trade & Service Security & Fire Medical

2. BBR% Activity

Defense Commissary Agency,
Pacific Area, Atsugi Commissary

#5157 Working Place: #&3EmE AL Ayase, Atsugi Base

4. BEEF B Area of Consideration

X B MLC/IIHA %8 (FRBXA)
Current MLC/IHA Employee within Activity

X ;| MLC/IHA i £ B GEHIEMN)
Current MLC/IHA Employee in commuting distance

L BMLCIHARXE(RTEAXRE)
Current MLC/IHA Employee Japan Wide

[ 4+ &B Off Base Applicant

3.8 #5mEM Work Schedule (38 40 BERSHI hr/wk )

£77 B Work Days: Tue - Sat
) FEHERS - KB Work Hours / Recess: 0800-1700 / 1200-1300

X &) Night Shift X 5% Overtime  [X] 43k Business Travel

5. EFRADEE Type of Employment
Xl MLC

] IHA
L] RSl HPT
X % H Permanent

] BR%E Limited Term (NTE: )

6. BFEAZA Duties
See page 3. (3 H&M)

7. BEH.BHEH Qualification/Physical Requirements

- One year of specialized work experience at 1-4 level in the related work, OR bachelor degree in the related field.

- Ability to speak, read and write English at average proficiency level (LD-2).
- Skill in operating Microsoft Office Suite (Word and Excel).

Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of Residence Card
(both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.

Former US Military Members: Please attach DD Form 214 to your application. Former military retirees must first obtain
approval for employment under foreign government from the Chief of Naval Personnel and attach the approval letter to be

considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.
*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

HLEE 1 English Language Proficiency :

CEA4 L None [J#0#k Basic [XIdh#k Intermediate []_E#k Advanced []4$ExMAEH Exceptional

2 Educational Background : See block #7

| $e&F8E. & T 5E License/Certificate Required : See Block #7

8. IRH9 % £ D Application and Associated Documents

RAZR)

(See next page.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

*X] ZeRE IS A#R Application for Vacancy Announcement (HROY Form 1)
*X BRI EE Resume of Specialized Work Experience (HROY Form)
*MEBAlL Complete * in [] BAEE T Japanese [X] JEET English [] &% 5 T3 Either

HR ORRALS T 25 61%, BEFCLTUTOFEEZTLALTIIV, EREHRES, K4, £FEA R, EFFS, &
. SR ISEET D IRHE S LIRS . WO RE (A, RS, BTERE. LV EBNAESC TR L)
To be considered for selection, resume must include at least the following information: Announcement number, full name, phone number, address,
SOFA status, education backgrounds, work experience (periods of employment, company name, description of major work, weekly hours of
work) Any special skills and licenses related to the duties of the position to be filled.

X & GEFEE - BRIIAE - BTHRAED I FP—T WEHIZEZY H S1HA) Copy of license/certificate (if any in block 7 applies).

X HEEDREH ZEIBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X 82 AIF T L. BEEOBEES - KR ZEVREMAHE (12cm x 23.5cm) EZHERBHA>

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.) <For selection Notice >

X BFREEUNDEX. EEH— K, /SRR — b, &EEE D E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REBENEBXREETHHELTLDIAK, [HKICEI 2HMRE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

R L& % for Job Inquiries & i % Office to Submit E B For Official Use
Current USFJ Employee BREEXBM&H5E : | Current USFJ Employee A X B IR 5 -
ERRBEEAREHM ASEE CNRIHRO T252-1101 )R #E#™
DSN 264-3624 / 3427 | 3425 TR XKBEEAREH ASEE HRO BOX12
B046-763- 3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken 252-1101
CNRJ HRO Box 12 PDNO:
Off Base Applicant S RIS EMAEE - Off Base Applicant M &BIGE &R - DECA-NULL-010
FHIEEIEME EHXN EER EEER T252-0011 #FEJIIE ERT HEE 1-46-1
Zama Branch of Labor Management FIHEEEE EHX EER EHE_R
Organization, Management Section 2 1-46-1, Soubudai, Zama-shi, Kanagawa-ken 252-1101
B046-251-0667 Zama Branch of Labor Management Organization
Management Section 2

sk JBIEE K OVRAF Y A 2P = £ I BRAERTSAE O Z &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

KSR CTHEDEAER Z M2 L TW R WISEFILRE ORISR L 720 £ A, Ineligible applicants will not be referred for
consideration.

PR SN ESEIZ B L LEH A, Submitted applications will not be returned.

*PIELNRBHC) HLRIL, BB/ L0 £3, W, BEREICLY FRREEMU B AT E b2 LD £,
After 1% Cut Off Date, collection of applications will be cut off weekly. Announcement may close before closing date above due to decision of
selection.

RISHEEHOENXIILLTO URL LW # v o — FT&x£9, Forms for application are available for download on our web site
http:/ /www.cnic.navy.mil/regions/cnrj/om/human resources/MLC IHA HPT Jobs/JN Forms.html

PRIVACY ACT STATEMENT BEIARERIRFEICDOLNT

AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concermning Protection of Personal Information (Law No. 57 of 2003).

EE KETTEERS 10450,9397 ; R BAE - EANFERORECET 5:EF (Fr1 5EXZEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEWM: ABDEm. B2, HEORELEBRFEOXRBEOXTEZEMNE LT, BARRELRT 54,

ERD : AEERIEEFEK. 1 LLFERITHEIZRESINET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAER: FEMOERITLEL, R CEREGEANEREHEET 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1FHREAIR: EAFEROBREIERTTD. BRINFERERELLGN S-HE. TOROFHRZOWHIT, En. HAHULIIFET

LRDBENHYET,
Format revised. 2014-06-11



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

6. BFHMZ Duties

INTRODUCTION:

This position is located at Atsugi Branch, US Navy Commissary Store, Japan, whose mission is to provide a convenient and reliable
source from which authorized patrons may obtain foodstuffs and other authorized items at the lowest practicable cost. Purpose of this
position is to assist the Grocery Manager and Asst. Grocery Manager in the supervision of 4 JN employees.

MAJOR DUTIES AND RESPONSIBILITIES:

Assists the Grocery Manager and Asst. Grocery Manager in anticipating future sales, taking into consideration sales tendency,
seasonal requirements, buying habits of patrons, etc., determining requirement of daily delivery items.

Inspects warehouse facilities and merchandise to insure rotation of, use of correct storage methods, maintenance of sanitary measures
and compliance with fire regulations.

Compiles and prepares orders for subsistence supplies (perishable, non-perishable locally procured items) and maintains coordination
with supplying agencies in regard to shipment of supplies.

Coordinates stocking of authorized items on sales floor to insure adequate stock levels are maintained.
Coordinates and issues case sales.
Accept coordinates and issues special orders.

Supervises and directs JN employees in the Commissary Store, Atsugi Branch. And alternate liaison POC Human Resources Office
concerning personnel administration.

Assists in inventory and price changes.

Makes out monthly leave schedule and submits it to the Grocery Manager or Asst. Grocery Manager for approval. As the workloads
permits, administer JN employees in maintaining the cleanliness of the merchandise and gondolas; administers the lunch periods and
rest breaks of JN employees. Conducts on the job training for new JN employees.

Performs other related or incidental duties as assigned.

CONTROLS OVER THE POSITION:

Incumbent works under the general supervision of Grocery Manager or Asst. Grocery Manager in accordance with established policies
and procedures.

Work is to be checked for accuracy and will be in compliance with current instructions and procedures.
QUALIFICATION REQUIREMENTS:

Requires a thorough knowledge of all Commissary procedures, regulation and directive; of subsistence items; proper storage of
nonperishable and perishable subsistence, personnel management; and good knowledge of English.

Be polite and helpful to all customers. Must be competent honest and reliable.
Good health. Excellent attendant.

Incumbent will exercise tact, good manners and courtesy when serving and assisting customers. This will be expressed by tactfully
responding to patron inquiries and assisting in prompt and friendly manner.



